Rev. 1/92

Erie County
SENI OR EXECUTI VE ASSI STANT- COUNTY EXECUTI VE
Y219
Exenpt
JG XV
ME/ a
DI STI NGUI SHI NG FEATURES OF THE CLASS: The work involves assisting in the

adm ni stration of the executive branch
of Erie County Government. The incunbent acts as an advisor to the County
Executive on pertinent matters, as assigned, and represents the County Executive
at a variety of public and private nmeetings and conferences. This is a high
| evel administrative position responsible for researching, preparing and
coordi nating adm nistrative progranms and recomrendi ng new and revi sed
adm nistrative practices. The incunbent reports directly to the County
Executive or Deputy County Executive and exercises independent judgnment on
adm ni strative matters. Supervision is exercised over a number of
adm nistrative and clerical staff. Does related work as required.

TYPI CAL WORK ACTI VI TI ES:

Dependi ng upon i ndivi dual assignment, the incunmbent performs the follow ng
activities:

Mai ntains |iaison with departnent heads coordinating the activities of all
operating units to achieve maxi nrum effici ency and econony;

Functions as an office manager in the County Executive's office;

Prepares reports dealing with the internal affairs or internal operations of
County government;

Wrks with citizens and advi sory groups concerned with inproving County
gover nnent ;

Prepares replies for County Executive's mail involving conplaints or requests
for information;

Prepares budget for executive branch of County governnent;

Functions in an advisory capacity to the County Executive on matters related to
County sewer districts, towns, villages, legislature, etc.;

Assists the County Executive in the fornulation of policy related to the
managenment of special projects;

Prepares detailed reports on status of current or future projects;

Attends neetings of local public or private agencies as County Executive's
representative;

Attends neetings of the State |legislature and/or its conmttees and naintains
personal contact with | egislators staff;

Attends neetings of State and national groups such as the New York State
Associ ation of Counties and the National Association of County Oficials;

Confers with County departnment heads to determne the need for appropriate
| egi sl ati on;

Prepares | egislative nenoranda on issues inpacted on County governnent;

Mai ntai ns records of legislation introduced at the specific request of County
gover nnent ;

Prepares information material for release to the nedia to support County
posi tions.
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FULL PERFORMANCE KNOW.EDGES, SKILLS, ABILITIES AND PERSONAL CHARACTERI STI CS

Conpr ehensi ve know edge of public adm nistration and procedures related to
supervision in County government; thorough know edge of fiscal, accounting and
financial affairs, practices and procedures of |ocal government; thorough

know edge of County Charter, codes, |ocal |aws, and ordinances; good know edge
of functions of the State |egislature and executive branch; good know edge of
the needs and probl ens of various County agencies; good know edge of the current
literature, recent devel opnents and sources of infornation avail abl e pertaining
to Federal and State |legislation effecting County governnent; ability to express
oneself clearly and precisely both orally and in witing; ability to establish
and mai ntain good public relations and effective conmuni cation; tact;
dependability; inititative; physical condition comrensurate with the demands of
the position.

M NI MUM QUALI FI CATI ONS

Graduation froma regionally accredited or New York State regi stered coll ege or
university with a Bachelor's degree and six (6) years of adm nistrative or
management experience, at least two (2) years of which were in a governmenta
agency.

NOTE: Verifiable part-time and/or volunteer experience will be pro-rated toward
neeting full-tinme experience requirenents
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